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Course Title: Procurement Process-Requisition through
Invoice Verification

Course Code: PPRII

Duration: 1% days

Hours: 11 hours

Audience: Agency Procurement Technician
Agency Procurement Specialist
Agency Procurement Management

Prerequisites:
— Basic PC and Microsoft Windows skills
— AOBN - AASIS Overview and Basic Navigation
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» Participants will demonstrate an overall understanding
of the Procurement processes in the Arkansas
Administrative Statewide Information System (AASIS).

» Participants will successfully:
+ Create and Change Purchase Requisitions
+ Release (Approve) Purchase Requisitions
+ Create and Maintain a Request for Quotation
+ Create and Change Purchase Orders and Outline Agreements
+ Release (Approve) Purchase Orders and Outline Agreements
+ Post, Cancel and Return Delivery of Goods Receipts
+ Post an Invoice Verification
07
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The core applications for AASIS include:
* Financial Accounting (FI)

* Controlling (CO)

* Materials Management (MM)

* Human Resources (HR)

0-8



An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

AASIS Procurement Structure
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Company Code is the organizational unit for which a complete self
contained set of accounts can be drawn up for purposes of external financial
reporting. There is only one Company Code in AASIS for the State of
Arkansas.

Plants are places where either materials, goods, or services are provided. In
AASIS, plants represent agency warehouses with inventoried stock. Plant
9999 is a “virtual” plant within the AASIS system that holds all the material
and services that have been created in the system

Purchasing Organizations track procurement activity for a specified group
of people. In AASIS, several purchasing organizations have been defined.
Every agency will have their own purchasing organization (which is the
identical code used by the agency for their Business Area). A reference
purchasing organization, 9999, has also been defined to use for outline
agreements to be created for use across all agencies (statewide contracts).

Purchasing Groups represent the Agency/State Procurement Specialists
responsible for creating purchase orders and outline agreements for vendors
in the AASIS system.
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Materials Management

Business Process Flows
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Certification is optional at the completion of this course.

To receive your certification at the end of this course you
will be required to:

Create a Purchase Requisition

Reference the PR into an RFQ

Reference the RFQ into an Outline Agreement
Do a Release PO on the Outline Agreement
Do a Goods Receipt referencing the PO

Do a MIRO referencing the PO

AN
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DICTIONARY OF PROCUREMENT
TERMS

* Account Assignment Category
* Agency Procurement Management

« Agency Procurement Specialist
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Account Assignment Category

The AAC indicates how an item is to be expensed; that is,
to an A (asset), K (cost center), F (internal order), P
(project), or U (unknown). The AAC determines which
financial elements will be required for entry on
procurement documents (e.g. requisitions, purchase
orders).

Agency Procurement Management

An APM is an employee who has the authority to release
(approve) purchase requisitions, purchase orders, and
outline agreements.

Agency Procurement Specialist

An APS is an employee who will purchase materials or
services for their State agency. APS are assigned a
“Purchasing Group” number in AASIS.
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DICTIONARY OF PROCUREMENT
TERMS (cont.)

« Agency Procurement Technician
* Delivery Completion Indicator

* Goods Receipt
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Agency Procurement Technician

The APT is any State employee who has the authority to
create a requisition in AASIS.

Delivery Completion Indicator

This is a field value in the Goods Receipt process that, if
selected, will indicate the delivery for a particular purchase
order item is complete

Goods Receipt

Document that indicates the materials or services have
been received.
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DICTIONARY OF PROCUREMENT
TERMS (cont.)

 Invoice Verification

e Movement Type
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Invoice Verification (MIRO)
The invoice verification transaction is performed once the

materials or services are received an a invoice has been
received by the agency.

Movement Type

A movement type is a 3 digit key that indicates the type of
material movement occurring in the system. A movement
type enables the AASIS system to find predefined rules
determining how the accounts of the financial accounting
system are posted. Movement types default for you based
on the “activity” selected in the Goods Receipt transaction.
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DICTIONARY OF PROCUREMENT
TERMS (cont.)

e Outline Agreement
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Outline Agreement

An outline agreement is a long term arrangement with a
vendor for an estimated quantity and for a certain period of
time at a certain price

Outline agreements are created for agency specific or all
State agencies.

Budget is not committed when an Outline Agreement is
created. The commitment of budget occurs when a
Release Purchase Order is created from an Outline
Agreement by the Agency Procurement Specialist.

A Release Purchase Order referencing the Outline
Agreement creates a legal request to deliver a material or
service.
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DICTIONARY OF PROCUREMENT
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* Over-Delivery Tolerance

Purchase Order
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Over-Delivery Tolerance

Over-delivery tolerance is a percentage, based on the order
quantity, up to which an over-delivery of the item will be
accepted. The over-delivery tolerance will allow over-
shipments by the vendor to be accepted into the AASIS
system.

Purchase Order

The purchase order represents the formal and final
approval of the transaction with the vendor. It specifies
the vendor, the material or service, the quantity, the price
and terms of payments.

Committed dollars against a budget, which were originally
established by the purchase requisition, are updated in
accordance with prices on the purchase order.
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DICTIONARY OF PROCUREMENT
TERMS (cont.)

* Purchase Requisition
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Purchase Requisition

A purchase requisition defines a need for a
material/service. It has the following characteristics:

* It is an internal document; it 1s not used outside the State.

* It specifies the type of material/service and quantity to be
procured from a vendor.

» When the purchase requisition has been created in
AASIS, the appropriate funds are committed.

* The purchase requisition must be approved in AASIS
before a purchase order can be issued.
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DICTIONARY OF PROCUREMENT
TERMS (cont.)

e Purchasing Group
e Purchasing Organization

» Release Code
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Purchasing Group

The purchasing group defines an individual Agency
Procurement Specialist or State Procurement Specialist.

Purchasing Organization

The purchasing organization tracks procurement activity
within one agency. It is an agency’s business area number.

Release Code

The release code is a two-character identifier with which a
person responsible for processing a document can release
(approve) an item of a purchase requisition, a complete
purchase requisition, or a complete external purchasing
document.
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DICTIONARY OF PROCUREMENT
TERMS (cont.)

» Release Group
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Release Group

A Release Group is established for each purchasing
document type, purchase requisition, purchase order,
outline agreement, etc. It enables separate release codes
and strategies to be defined depending on the document
type. Each release group can contain one or more release

strategies. In AASIS three release groups have been
defined:

e Al — Outline Agreement
* P1 — Purchase Order
* RQ — Purchase Requisition
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DICTIONARY OF PROCUREMENT
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* Release Strategy

* Request for Quotation
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Release Strategy

Release Strategy defines the release codes with which a
purchase requisition item, a complete purchase requisition,
or a complete external purchasing document (Purchase
Order, Outline Agreement) must be released (that is,
approved, or given the “green light”) and in which
sequence release must be effected using these codes.

Request for Quotation

A request for quotation is a request from an agency to a
vendor to submit a price for the supply of goods or
services.
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TERMS (cont.)

* Requestor
* Return Delivery

« State Procurement Specialist
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Requestor

The requestor is any state employee who identifies the
need for materials or services and forwards the request to
the Agency Procurement Technician.

Return Delivery

Return delivery is returning goods to an external supplier.
A return delivery references a goods receipt.

State Procurement Specialist

The State procurement specialist procures on behalf of
other State agencies. the SPS works in the Office of State

Procurement and the Arkansas Building Authority.
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e Under-Delivery Tolerance

e Unrestricted Stock
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Under-Delivery Tolerance

Under-delivery tolerance is a percentage, based on the
order quantity up to which an under-delivery of the item
will be accepted. The under-delivery tolerance will also
activate the Delivery Completed Indicator for the item in
the purchase order, once the tolerance level has been
reached, if the delivery completed indicator is maintained
with “set automatically”.

Unrestricted Stock

Materials received and released for payment pending input
of an invoice.
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Trouble Shooting Procurement
Documents
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Where Do I Look To See If A Document
Has Been Released?
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Where Do I Look To See If A Purchase
Order Has Been Entered For A
Requisition?
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Where Do I Find My Purchase Order
History?
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How Do I Find Out What Purchase Orders
Are Tied To An Outline Agreement?
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